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PRINTING AND REPRODUCTION
RFPRODUCTION AND COPYING MACHINES

The question has been reised 88 to whether copies of a document nmede
on office copying mschines which use the process of hest or contaect
{non-lens) photocopy duplication (such as Thermofex, verifax, Auto-
stat, Conturs, etc.), sre falthful reproductions of sufficient per-
menency Lo be used a8 officisl documents of record.

1. The best availsble copy of anything should always
e used s the officiel document of record. Where control
can be exerciced over the creation of e document, the of-
ficial document of record should be the typed original or
n carbon Prom the originmal typing.

o. Where such conirel cannot be exercised, or vwhere
an additional specific need exists, other kinds of coples
are acceptable (both for Agency record purposes and for
the Nationsl Archives). However, photostets {lens photo-
coples), microfilm, or fscsimile coples mede by eny proc-
eps vhich completely reproduces anything written or drawn
{Stenofex, for example) must be used, if obtainpsble.

3. Unless they are the only copies in the Agency
(in vhich case they are accepteble as documents of record),
copies of documents wade on office copying mechines using
hest or cantsct (non-lens) photocopy methods shall be
considered convenience copies. Such coples, however, cen
be used in intra- and interoffice officinl correspondence
as long &s the limitations iisted below are recognized:

a. Such coples are subject to wear and tear,
deterioration from extreme hest, etc. {How-
ever, with normal cere, resadsble coplies
should be completely legible for about 12
Years).
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i b. Bince such coples often are not completaly

| faithful reproductions {Thermofax, for ex-

| ample, reproduces only carbon-base inks and
other mechines have other limitations), their
legal effectiveness may be partially or
totally impaired.

| FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

SIGNED

L., K. VHITE
Deputy Birector
(Bupport)
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